C'HARLES COUNTY GOVERNMENT
'RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.

L-B33 |

Page 1 of 3

Agency Division/Unit
Charles County Government Human Resources
ltem Description Retention
No.
-
1 Human Resources General Correspondence Screen annually. Destroy

Incoming letters, outgoing letters, memorandum
and miscellaneous departmental and outside
agency information.

2 Employee Leave Records
Annual departmental employee leave records.

3 Employee Personnel Records

Files contain original applications, evaluations,
awards, disciplinary actions, promotion letters,
salary information, written correspondence, etc.

4 Recruitment Files
Files contain employment applications, job
descriptions, personnel requisitions and approvals

to hire, job advertisements, and interview schedules.

material having no further
administrative, fiscal, legal,
or operational value. Retain
permanently any material
that serves to document

the origin, development,
and accomplishments of the
department. Transfer
periodically to the MD State
Archives.

Retain for three years after
employee termination, then
destroy.

Retain for three years after
employee termination, then
destroy.

Retain one year from date
of action, then destroy.

Schedule Approved by Department Schedule Authorized by State Archivist

Agency, or Division
Date

Date JUN 2 2 1998

Signature
Typed Name

(A S
“Higene T1 Signature_gﬂujc- /9“’%"'/

Title County dmlnlstrator




" 'Agency

Charles County Government Human Resources 1
ltem ~ 7 Description ) ‘Retention -
No. L ]
RISK MANAGEMENT FILES
1 Charles County Commissioners Notice of Notice of claim with no
Claims and Lawsuits : further action, retain 5 years,
Files contain correspondence related to notice, then destroy.
accident reports and investigative findings. Notice of claim with law-
suit filed, retain 7 years |
after settled, then destroy. »:
2 OSHA Log and First Report of Injury/lliinesses Retain in Human Resources
Files contain injury/iliness accidents, medical Office custody for 5 years
evaluations and invoices for payment. following the year to which
they relate and then destroy.
3 Dept. of Transportation Random Drug Testing Retain for 5 years and until
Files contain names of employees tested, test all audit requirements
results, and testing bills. have been fulfilled, then
destroy.
4 Material Safety Data Sheets Retain for 40 years after

$2
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= Division/Unit

Files contain material safety data sheets for
chemicals and describe the common name

and the manufacturer's name of each chemical,
first aide treatment procedures and fire fighting
procedures.

discontinued use of the
specific chemical, then
destroy.
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Agency . Division/Unit
Charles County Government ' Human Resources
item T Description Retention

BENEFIT ADMINISTRATOR FILES

1 Employee Benefit Files
. Files contain health insurance information, life
insurance information, and all other benefit
information.

2 Employee FMLA Files
Files contain information and documentation of
employee leave usage covered by the Family
Medical Leave Act.

3 Retired Employee Benefit Files
- Benefit information on employees that have retired
from Charles County Government. Files contain
current health insurance information.

Retain for three years after
employee termination or
one year after termination
of plan, then destroy.

Retain for three years after
employee termination, then
destroy.

Retain for three years after
employee termination or
one year after termination
of plan, then destroy.
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DEPARTMENT OF GENERAL SERVICES : AGENCY RECORDS mvsmonv

Instuctions - Typo of Print & soparato form for each RECORDS MANAGEMENT DIVISION

now or revised fecord seres, forward with Record 7278 gJ,ATEBRLOO ?OAD

Retention Schedule (DGS §50-1) . 0.8ox 278 . :

JESSUP, MARYLAND 20704 pace | oF __
v 1, D epartmenVAgency 2 DMslon : . 3. Unit
a@\ox QQ.QQM\A’)/ Q:Q\iunmwf( ”
| LMYL&Y\ Qegmu 0CS,
DEFINITION - RECORD SERIES - A group of related records normally filed and uead &¢ & unit for réferehcd as well as rMon!}on and dispotition purposes.
4. Record Series Title : : S. Earllost Yaar/Latést Year
: 1987 toPresent
Correspondence Files

6. Rocord Series Description (Briefly describe the typas of informationn/documentsforms found in the teries. Incudé the purposs ot function .°' the sores.

\ . .
Miscellaneous departmental information and outside.agency -information.

7. Record Series Format(s) 8. Rocord Serles Sequénce 9. Volume ,
. . ’ . . 3 File Drawet(s)
X0 Letter Size O Microfilm X1 Aphabetical O Microfim Reel(s'
o . . - —_—9 D Computer Tape(s)
O Legal Size O Computer Tapa O Numerical | Number O Other (specity)
T Bound Book O Floppy Disk O Chronclogical —
0 Audio Tape D Video Tape O Geographical . | 10 Al '°:”'"°’°st;" Filo Drawer(s)
. . : : O Microfim Reel(s:
O Other (specity) 0O Cther (specity) o ) Con:::te?‘ Ta;(S
: —_— Number D Other (spedity) .
11. File is Used . - " 12. Flle Boeorﬁos Inactive Attar
& Oaily 0 Weekly 8 Monthly 10 O Month(s) B Yoar(s)
Number :
13. Cumrent Location(s) (Bidg., Floor, Room) 14. s Record Serias Dbpﬂcatod Elsewhere?
{1t yé¢, tpocity dgéncy of offics)
_Personnel 0 Y D No °
15. Acoass Restrictions O Yes B No "I 16, Audit Requirements

(I Yes. cite Law(s) & Regulation(s) '
: B8 None D Sute D Fodera! O Independent

17. Is an Indox System Used? {(If yes. oxplaln briefly aind describd ‘ i 18. Réconimanded Rétention

any hacMaro/sofMare _ _ UsSL L wf,/m, 7% 3 ) %
D Yos = B No " 10-Years Rbvitias pannmicy
19. -Name and Title of Preparer 1 2. Tolbphbﬁé Nuthbae i 2{. Dats

DGS 5554 (Rev. 1753)




DEPARTMENT OF GENERAL SERV!CES‘ AGENCY RECORDS INVENTORY.
Instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION
now or revised record series, forward with Record ‘ 7275 WATERLOO ROAD _
Retenton Schodule (DGS 550-1) JESSUE:%AB:YXL:ZJ% 20794 ' PAGE _@_“ .OF —
¢ ). D epartmenVAgency 2. Dhvislon 3. Unit
Q&\_O;V\Q,& QQ\LY\:&Y Gaver a tevek . _ .
Rerconmel- Ruomnan (\%\e SOVTTEQ
DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference &s well as retention and disposition purposes.
4. Record Series Title 5. Earllest Year/Latost Year ‘
Leave Records . o 1986 to_1996

6. Record Ssries Description (Briefly descnbe the typas of Infonnabonnldowmonts/fonns found in the sorles Indude the purpose or function of the serles. ;
End of year leave records

7. Record Series Format(s) 8. Record Serles Sequence ’ 9. Volume )
. .. B File Drawer(s)
%3 Letter Size O Microfitm D Aphabetical 4 : O Microfim Reael(s)
) . D Computer Tapo(s)
D Legal Size O Computer Tape D Numerical : Number D Other (specify)
[3 Bound Book O Floppy Disk D Chronologlcal
: . Accumulatio
OAudoTape D Video Tape O Geographical 10. Anewal Accumulation Drawer(s)
, ) ‘ D Microfim Reel(s)
D Cther (spacity) B Other (specify) ) O Computer Tape(s)
Jearly Number O Other (spaciiy)
11. Filois Used | : 12. Flle Bocomos Inactive After
O Daily O Weekly - B Monthly - 1 O Month(s) D Yoar(s)
: ' Number .
13. Current Location(s) (Bldg., Ficor, Room) 14. Is Record Serlas Duplicated Elsewhere? §
‘ : (! yos. spociy agency or office) ‘.
O Yes B No i
Personnel Department - ;
15. Accass Restictions B Yos O Neo | " 18, Audit Requireménts |
(It Yes, cite Law(s) & Regulation(s) :
Confidential : . 3 Noné D State T Federal D Indepondent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recomiméndsd Réténdon
any hadware/software
O Yes ~ & No 9 y ,€S m&fh( T2 r 24T T
OLsTRO7
19. Name and Title of Preparer ’ 20. Telophone Numbér - : 21. Dato

DGS 5504 (F{ev.ﬁf?ﬁr)*




DEPARTMENT OF GENERAL SERV\CEQ

AGENCY Rsoonos INVENTORY
Instructions - Type of Print a separate form for each RECORDS MANAGEMENT DIVISION
now of revised record series, forward with Record 7275 WATERLOO ?OAD
Retenton Schedule (OGS 550-1) P.O. BOX 27 .
JESSUP, MARYLAND 20784 pace 2 oF ___
v, Dopanment/Agoncy ‘2. DMislon ' 3 Unit
Q&\O\r\c XC‘ f\u.v\?\v (\ ot Ao ‘M&\{\%&O&LVQ%

DEFINITION - RECORD SERIES - A group of telated rocords normdlly filed and used 8¢ & unit for relerencs as well as rétention and disposition purposes.

4. Record Series Title

Personnel Files

5 E Yoar/Latast Year

12 _b :?_Gascun“v

oy ke cradston

6. Record Series Description {Briefly dasmbo the typas of informationn/documentsAorme found in the serles. Indude the purposs or function of the serles.

Active and Inactive QW\@\QyQ& Q\\Qg que?\\w\ ﬁ\)&p\h"m\s’m@m“,
d\go_\_g\w\o\-y e Slans, 'gmm&wr\ \ethers. Ow&

7. Racord Serles ,Format(s)

8. Rocord Serles Sequence

]b Volumo

% Fllo Drawer(s)

_Confidential Information

® Letter Size D Microfilm B Aphabotical O Microfim Reel(s)
o . l Computer Tapé(s)
0 Legal Slze 0 Computer Tape .0 Numerical Numbor O Other (spécify)
0 Bound Book O Floppy Disk O Chronological
0 Audio Tago O Video Taps o sohical 10. Annua Acwfnu!Atgn " o)
. : L O Micofin Reel(s)
O Other (specify) D Othér (spdcily) o) compmor Tapo(s)
| ————— Numbeér O Othér (spacify)
11. File is Used e 12. Fllé Bocomes Indctivé Afw
Daily O Weekly O Monthly 0 Monis(s) O Yearls) .
o Number :
13. Current Location(s) {Bldg., Floor, Roomn) 14. 13 Rocord Sares bupﬂc'a!bd Elsswhere?
I yos, ¢pacity &gency of office
Personnel Department File Room" §3y Yés ‘gva No )
15. Acoess Restrictions B Yos ‘O No 16.  Audit Hequirements
{If Yes. cile Law(s) & Regulation(s) ' ' : : .
‘W Nond U State O Fedéral D indépendent

any hadware/software

0O Yes

‘ﬁNo

17. Is an Index System Used? (If yes, oxplain briefly and desctibe

18, Ratotméndsd Betenton

Rerrnny R 3y,€S

T,
AFTER TELminANA
M aarwy

19. Name and Tite of Preparer

20. Tolophotid Nufnbdt .

21. Dato




o
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PRSPPI TR F S TEES S L SRS S —e——

bEBARTMENT OF GENERAL SERVICES ' Asthv RECORDS INVENTORY
Instuctions - Type of Print 8 soparate form for sach RECORDS MANAGEMENT DIVISION
now or tevised tecord series, forward with Record 747% \;JATEBRLOO ?OAD
Relenton Schadule (DGS 550-1) 0. BOX 27 : - . -
: © JESSUP. MARYLAND 20764 pace L oF ___
), DopartmenVAgency " | 2 Dwvislon | ) 3. Unit
, Joulecnme wmam Reson raes,

DEFINITION - RECORD SERIES - A group of related records normally filed and used ae & unit for téforénch as well a¢ reténtion #nd disposition Purposes.
4. Record Serles Tite | §. Earfiott Yodr/Latst Yoar

' 1995 _WPresent
Recruitment Files ,

6. Rocord Series Description (Briefly doscriba the types of Informationn/documentsorms found in the sorlds. Includd thé purposs or function of the serles.

Applications for employment with job descriptions, personnel- requisitions, authorization to
hire and job ads.

7. Record Series Formal(s) 8. Record Séres Sequbnes 8. Volume
: , . g Eilo Drawst(s)
O Letter Size 0 Microfilm &  Alphabetical Microfiim Reol(s)
. . - - v o Compuier Tapo(s)
O Legal Size 0O Computer Tape D Numeérical Number 0 Other {specity)
O Bound Book O Floppy Disk D Chronologles! _
0 Audio Tape O Video Tape ‘ a W‘w ' . fo. ) Uuséﬂ Eie Drawdr(s)
O Other (spacity) O Othet (spscly) ' ' bnmﬁ:‘m" T;:('g)
L — Numbér D Other (spcity)
11. Fileis Used . | 12. Eilo Bocomas Indctivé Attst
O Dally O Weekly 5 Monthly 3 O Month(s) : I Year(s)
_Numbeér .
13. Cument Location(s)  (Bldg., Floor, Room) 14, 1¢ Rocord 88ri4é buphicated Elsswhers?

m yés wadfy Soéhcy ot ofﬁeo)

Personnel File Room

15. Accass Restictions B Yos o No R R Mhequb&mb'hk
(f Yes, cite Law(s) & Regulation(s)

o Nohé D Stale O Feders O Indepsndent

17. Is an Index System Used? (f yes, explain briofly and désctbd 1l 18 Recsmmendad Réténtion
any hadware/softwaro ' -
‘O Yes - 8@ No - W
, A g

I yg foem At oF Action . THEw DEATREY

19. - Name and Title of Preparér 20. Tolophend Numbe . - 3. bat

CUDD EITURS RO GULIT A P

DGS 5554 (Rev. 163)




Instructions -- Type or print a-
separate form for each new or

AGENCY RECORDS INVENTORY

revised record series. Page X of X
1. Départment/Agency 2. Division 3. Unit/Program -
XX
Qj}c\g_\e‘sgfcsg X Qernmods wman Resourees,

[DEFINITION: Record Seres: a group of related records normally filed and used as a unit for reference as well as retention & d|sposmon purposes.

-4 Recor Series TItl% 5. Earliest Year / Latest Year
! MLA Vee ‘\'\QC qu\mﬁibs XX to XX
s e, '? ¥l \Qs
i 6. Record Series Description . _
' {Briefly describe the types of information/documents/forms found in the series. Inciude the purpose or function of the series.)
x Tiles convim Necldh jasucanes \ngormolsin o w«g\cyv.e;
CeX \tewmend \Q\CC(“W Y\ Fe NS weanee \vade rmedum “Vo.\\
Q'\'\f\ev tenefidr \Y\:cr\wwkw
7. Record Series Format(s) ; 8. Record Series Sequence 9. Volume
L v Number
X Letter Size ~_ Microfilm X Alphabetical | File Drawer(s)
_ | i Microfilm Reel(s)
: Legal Size __ Computer Tape [ Numerical _: Computer Tape(s)
. ; - | Other (specify)
. ' Bound Book ' Floppy Disk | i | Chronological
- . i 10. Annual 7
" Audio Tape ' Video Tape | | Geographical Accumulation Number
- — |
—_— |
" Other (specify) ! ‘[] Other (specify) ~{ File Drawer(s)
: ' ! Microfilm Reel(s)
P ] Computer Tape(s)
i Other (specify)
i
i 11.Fileis used: L 12. File becomes inactive after “lecwiosion 6%
. > Daily - Weekly | Monthly Month(s) Year(s) enpe m“k.

ox be na

13. Current Location(s)

(Building, Floo@
Xx

XX .
xx Banet ¥ H\kw\&mh‘m OFFiee

14 Is record series duplicated elsewhere?
D Yes ‘g No (If yes, specify agency or office)
X

X

" 15. Access Rgtrictions
X Yes L i NO  (If yes, cite law(s) and regulation(s))
X Cons \c.\--“’\'\ a\
x  Ewolovee WCFacmedmon

16. Audit Requirements | | None
[_]state [ ] Federal [ -] Independent
' County

17.1s an index system used?
[_Yes X No

(If yes, explain briefly and describe any hardware/software)
X ’ .

x

18. Recomrqended retention

~

- Ry
. 19. Name and Title of Preparer 20. Telephone Number 21. Date '

- NameGsin e \ricyy HHH. ~-05S81 XX «f1]9%

{ . . \ 3 Q\_ C*S Q

| Title s sYords Direadon

Lo Muwman “Resouroes




instuctions - Typo or Print a separate form for sach
now or revised record series, forward with Record
‘ Retenﬁon Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECCRDS INVENTORY

7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

PAGE L OF _]

v ), D epartmenVAgency

Personnel

2. Divislon 3.

" Risk Management

Unit

DEFINITION - RECORD SERIES - A group of related records nommally filed and used as a unit for reference as weli as retention and disposition purposas.

Random drug testing

4. Record Series Trﬁe Department of Transportation (D.O. T ) 5.

Earllast Year/Latest Year
1994 1997

bill for each test.

6. Rocord Series Description (Brisfly describe the typas of Informationn/documents/forms found in the series. Include the purpose or function of the series.

' .
Names of employees pulled for the random drug test, results of the test and a copy of the

The use of this record is required by the D.O.T.
be retained for five years from the date of the test.

The file needs to

7. Record Series Format(s) 8. Record Series Sequence 9. Volume .
- 8 File Drawst(s)
K Letter Size O Microfiim O Alphabetical O Microfiim Reel(s
. n/a O Computer Tape(s)
O Legal Size O Computer Tape O Numerical Nurmnber O Other (specify)
0 Bound Book 01 Floppy Disk ® Chronological :
. . 10. Annual Accumulation
03 Audio Tape 0O Video Tape 0O Geographical Ann X File Drawer(s)
; L O Microfim Reel(s
0 Cther (specity) 0O Cther {specify) O Computer Tape(s)
Number 0O Other (specify)
11. File is Used .. - a4 12. File Becomes Inactive After
O Daily O Weekly K Monthly —_—a O Month(s) o Year(s)
Number
13. Curment Location(s) (Bidg., Floor, Room) 14. s Record Series Duplicated Elsewhere?
Personnel Office {f yes, specify agency or office)
Safety Officers Office O Yes B Neo
15. Accass Restrictions OYes  ONo 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
O None O State K Federal D Independent
17. Is an Index System Used? (If yos, explain briefly and describe 18. Recommended Retention
any hadware/software #:%W
0O Yes B No / : 2 = e
eyelr

19, - Name and Title of Preparer

20. Tok;pho.ne Number -




Wty for— SyKs pd 1T
Y Sonds 7 Sy rénzee s

Jave beew Wmf%’ )

D 4577}‘%




Instructions » Type ot Print a separate form for each
now or revised record series, forward with Record

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLCO ROAD
P.O. BOX 275

AGENCY RECORDS INVENTORY

" Retention Schedule (DGS 550-1)

JESSUP, MARYLAND 20794

PAGE_L1_oOF _1 _

¢ 1, D epartment/Agency 2. Dhision

Personnel

Risk Management

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and usad as a unit for reference as well as ratentjon and disposition purposes.

4. Record Series Title
Material Safety Data Sheets (M.S.D.S.)

5. Earllest Year/Latest Yoar
101997

6. Record Series Description (Briefly describs the typas of informationn/documentsorms found in the serles. Include the purposs or function of the series.

) :
The common name of the chemical and the manufacturers name.of the chemical. First aide
treatment procedures and fire fighting procedures.

7. Racord Series Format(s) 8. Record Series Sequence 9. Volume .
0 File Drawer(s)
8 Lotter Size O Microfilm O Alphabetical 0O Microfim Reel
. M.S.D,S. 0O Computer Tape(:
O Legal Size O Computer Tape O Numerical Number X Cther (specity)
O Bound Book O Floppy Disk O Chronological 3-ring binder
. . 10. Annual Accumulation
0 Audio Tape O Video Tape 0 Geographical O File Drawer(s)
; s O Microfilm Reel
0 Cther {specify) B Cther (specify) M,S.D.S. O Computer Tapa(
By Dept. : Number D Other (specify)
3~-ring binder
11. File is Used - .o 12. File Becomes Inactive After
X Daily ) Weekly X Monthly : 0O Month(s) O Year(s)

Number

13. Current Location(s) (Bldg., Fioor, Room)
Personnel Office

Safety Officers Office

14. 15 Record Series Duplicated Elsawhere?

{f yos, spocity agency or office)
B Yes 0O No

All Depts. which have anv chemicals

15. Access Restrictions @] Yes‘ O No
(If Yes, cite Law(s) & Regulation(s)

16.  Audit Requlromo.nts

0 None X) State X} Federal O Independent

17. Is an Index System Used? (f yes, explain briefly and describe
any hadware/software

0O Yes & No

18. Recommended Retention 4 6@ ) X g —
40 years after discontinued use of the

specific chem1ca1} //‘72?/7/ %OT/:Q_;.//

19. Name and Title of Preparer

DGS 5504 (Rev. 1753)

20. Telephone Number -

21. Dato




— -

tastructions - Type 6r Print @ separate form for each
now or revised fecord series, forward with Record
" Retention Schadule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

pAGE_”L OF _’-

¢ I, DepartmenVAgency Cﬁb
HC et

2. Division

3. Unit

i Mg

4. Record Series Title

Charles County Commissioners Notice of Claims and Lawsuits

DEFINITION - RECORD SERIES - A group of related records nom{ally filad and usad as a unit for reference as well as retention and disposition purposes.

5. Earllest Year/Latest Year
1989 t_1997

investigative findings.

6. hqcord Series Description (Briefly describe the types of informationn/documents/forms found in the serles. Include the purpose or function of the series.

' .
A file is maintained on all notices of claims and lawsuits filed against Charles County.
The file would contain all correspondence related to the notice, accident reports and

any hadware/software

O Yes X No

7. Record Series Format(s) 8. Record Series Sequence 9. Volume )
X File Drawet(s)
Xl Letter Size 0 Microfilm K Alphabetical : QO Microfim Reel(s;
: ‘ 2 O Computer Tapa(s)
0O Legal Size O Computer Tape - O Numerical Number [ Other (specily)
0 Bound Book O Floppy Disk O Chronological
. . 10. Annual Accumulation
2 Audio Tape O Video Tape O Geographical ) B File Drawet(s)
. . O Microfilm Reel(s)
[ Cther (spacify) O Cther (spoctfy)_ 114 O Computer Tapa(s)
I Number O Other (specify)
11. File is Used . . . f 12. Filo Bacomes Inactive After
O Daily X Weeldy O Monthly -7 O Month(s) K VYear(s)
Number
13. Current Location(s) (Bidg., Floor, Room) 14. Is Record Series Duplicated Elsawhere?
(It yes, specify agency or office)
Office of Chief, Risk Management O Yes D No
File room (2 boxes) C-Wing
15. Access Restrictions O Yes O No 16. Audit Requirements
{If Yes, cite Law(s) & Regulation(s)
K None D State O Fedoral O Independent
17 Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention D[/Z AN

Notice of claim with fo further action - 5 yr.
Notice of claim with lawsult filed - 7 yrs

after settled

Any legal file or documents will be forwarded
to County Attorney's Office
disposal for approval. jk" ‘

rior t :
j”oo’ 6297/;,

19.  Name and Title of Preparer

%’zﬁev. o3

20. Telephons Number -

21, Date 2N T ;O///p}y -

L /};c’" 2727
A2TES
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[ ]]

Instructions - Type or Print a separate form for each

now or revised record series, forward with Record
’ Retsnﬁon Schedule (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECCRDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE L oOF _1

9 1, DepartmentAgency w ,
HC Doprdvred—

2. Divislon :

Uk Poud—

3. Unit

. 1 ] .
DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposas.

4. Record Series Title

5. Earliest Year/Latost Year

OSHA 200 Log - First Report of Injury/Illness

1992 4 1996

6. Record Series Description {Briefly describe tha types of informationn/documentsforms found in the series. Include the purpose or function of the series.

The log and summary, OSHA 200 and
record OSHA 101) must be retained
year to which they relate. These
uations and invoices for payment.

the First Report of Injury Forms (replace supplementary
for five (5) calendar years following the end of the
files consist of injury/illness accidents, medical eval-

7. Record Series Format(s) 8. Record Serles Sequence 9. Volume .
K File Drawer(s
1 Letter Size O Microfilm R Alphabetical O Microfim Ree
. __2___ O Computer Tape:
0O Legal Size 0O Computer Tape O Numerical Number O Cther (specify)
O Bound Book O Floppy Disk 8 Chronological
. . 10. Annual Accumulation
0 Audio Tape 0O Video Tape O Geographical X File Drawer(s’
: o O Microfim Ree
® Othlei &specafy)7 " 0O Other {specify) 1/3 O Computer Tape
A x 17 Number O Other (specify)
11. File is Used.. - 12. File Bacomes Inactive Atter
X Daily 0 Weeldy O Monthly 5 D Month(s) ™ Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(It yos, specifty agency or office)
Personnel Office and Storage Area O Yes B No
15. Access Restrictions K Yes O No 16. Audit Requiraments
{If Yes, cite Law(s) & Regulation(s) Confidential
Lo O None K State O Federal B Independent

Contains employees social security numbers
birthdates, adgresses and phone nzmbers ’

Insurance Carrier

17. Is an Index System Used? (if yes, explain briefly and describe
any hadware/software

8 No

0O Yes
: Labeled

18. Racommengod Retention

geny | .
in Personnel Office custody for
5 year)s;'arﬂ,then destroy. '

,? ;’W,_-/,s;v/"?zﬁ-‘f— T zf‘/%/c'ﬂ"%ﬁ

I19. Name and Title of Preparer 20. Telophohe Number -

: 5/»?72

21. Date




